1. Start by describing the final result you desire 


What do you want your readers to do as a result of reading your communication 


This will help you design a communication that will be effective 


2. Identify the tasks you will help your readers perform 
while they read 


Your readers will seek to locate, understand, and use the information and ideas that 
are of interest to them. 


3. Tell how you want to change your reader’s attitudes 


This guideline is to help you identify the persuasive element of your 
communication’s purpose 


4. Learn your reader’s important characteristics 
A second characteristic to consider is your reader’s familiarity with the topic. This 


will determine how much background information, or how much detail, you will need 
to include in your communication to make it understandable and useful. 


5. Learn who all your readers will be 
Most people prefer certain styles of writing over others. To a certain extent, 


people’s preferences are shaped by the customary practices employed where they 
work, This is important to keep in mind as youi begin to work for a new company. 


6. Size up the situation 
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